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Chapter 1 
Overview 
 
 
1-1.  Purpose   
 
To provide clear procedural guidance on Request for Conditional Release 

 
1-2.  References   
 
See appendix A. 
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Chapter 2 
Conditional Release Procedures 
 
 
2-1. Guidelines and Criteria 
 
This guidance applies to Soldiers who are members of the Georgia Army National Guard (GAARNG) and 
are requesting to be released for enlistment into any other military component.    
 
1. Enlisted members must meet the following requirements below in order to request for a conditional 
release: 
 

a.  Successfully completed required initial entry training (IET) and has been awarded a military 
occupational specialty (MOS). 
 

b.  Served six months after earning MOS qualification in accordance with AR 601-210, paragraph 5-
20. 

 
c.  Has not been alerted for mobilization or is not currently deployed at the time the application for 

conditional    release was initiated. 
 

2. Officers will need to resign from the Georgia Army National Guard when requesting to be released for 
enlistment into any other military component. 
        
2-2. Conditional Release request 
 
An enlisted Soldier who would like to enlist in another component prior to their expiration term of service 
(ETS). 
 
Process Steps: 
 
1.  Soldier contacts a recruiter from another component and the Recruiter will complete a DD Form 368, 
Request for Conditional Release, with the G1 as the approving official (see Figure 2-2).  
 
2.  Conditional release requests will be processed through the chain of command in the following order: 
 

a.  Unit 
 
b.  Battalion or Squadron 
 
c.  Major subordinate command (MSC) 
 
d.  TAG approval authority (delegated to the G1/Deputy Chief of Staff, Personnel). 

 
3.  A conditional release request will include the following documentation: 
 

a.  Completed DA Form 4187 (Figure 2-1), Personnel Action Request, initiated by unit, signed by 
the Soldier and recommended approval/disapproval through Soldier’s chain of command to the G-1 
HR Services Branch (HSB).  

 
b.  Completed DD Form 368 (Figure 2-2), Request for Conditional Release, signed by the Soldier 

and the Recruiter. Officers will provide the DD Form 368 signed by the gaining component and the 
DA Form 71 for submission. 

  
4.  Once the packet has been verified: 
 

a.  The MSC will create an Administrative Record Corrections PAR and route through command 
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channels to G-1 HSB Transitions. Use the following naming convention in the PAR description: 
“Phase I Conditional Release Request, MSC Name”. (See chapter 5 for process steps). 

  
b.  The battalion/squadron S1 will review the packet for accuracy, ensure the battalion/squadron 

commander approves/disapproves, date, and signs the DA Form 4187, and will forward to the MSC 
S1 through IPPS-A. 

 
c.  The MSC S1 will review the packet for accuracy, ensure the brigade commander 

approves/disapproves, date, and signs the DA Form 4187, and will forward the complete packet to HSB 
through IPPS-A. 

 
d.  The approved Conditional Release will be returned to the MSC as approved via IPPA-A PAR 

request. The Soldier has 90 days to submit a signed enlistment contract from the component into which 
they are enlisting to the unit for further processing.   

 
e.  Soldiers accepting commission as an officer, must submit a signed copy of their DA form 71. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



GAARNG G-1 SOP, 15 October 2020 
 

Chapter 3  
Requesting an extension to an approved conditional release 
 
3-1 Procedures 
 
A request for an extension to an approved conditional release may be submitted by the Soldier or 
Recruiter due to needing more time to prepare for enlistment into another component.   
 
Process steps: 
 
1.  Soldier will submit the initially approved DD Form 368 along with the new DD Form 368, Request for 
Conditional Release, with the G1 as the approving official (see Figure 2-2). 
 
2.  Conditional release requests will be processed through the chain of command in the following order: 
 

a.  Unit 
 
b.  Battalion or Squadron 
 
c.  Major subordinate command (MSC) 
 
d.  TAG approval authority (delegated to the G1/Deputy Chief of Staff, Personnel). 

 
3.  An extension to an approved conditional release request will include the following documentation: 
 

a.  The initial Approved DD 368 Request for Conditional Release, signed by the G1/Deputy Chief 
of Staff, Personnel. 

 
b.  A new completed DD Form 368, Request for Conditional Release, signed by the Soldier and 

Recruiter. DD Form 368, Request for Conditional Release, signed by the Soldier and the Recruiter. 
 

4.  Once the packet has been verified by the unit: 
 

a.  The MSC will create a new Administrative Record Corrections PAR and route through 
command channels to GA G-1 HSB Transitions. Use the following naming convention in the PAR 
description: “Phase I Extension Conditional Release Request, MSC Name”. (See Chapter 5 for 
process steps). 

  
b.  The battalion/squadron S1 will review the packet for accuracy, ensure the battalion/squadron 

commander approves/disapproves, date, and signs the DA Form 4187, and will forward to the MSC 
S1 through IPPS-A. 

 
c.  The MSC S1 will review the packet for accuracy, and will forward the complete packet to through 

IPPS-A. 
 
d.  The approved Conditional Release extension will be returned to the MSC if approved via IPPS-A 

PAR request.  The Soldier has an additional 90 days to submit a signed enlistment or commissioning DA 
71 contract from the gaining component for further processing.   
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Chapter 4  
Discharging a Soldier with an approved conditional release 
 
4-1 Procedures 
 
Discharging an enlisted Soldier who has a signed DD Form 368, DA Form 4187, and a DD Form 4 series 
enlistment contract from another component. 
 
Process steps: 
 
1.  Soldier will submit the approved DD Form 368 signed by the Soldier, Recruiter, G1, and certifying 
official, along with the approved DA Form 4187 and DD Form 4, Enlistment/Reenlistment Document 
Armed Forces of the United States. 
 
2.  Discharge requests will be processed through the chain of command in the following order: 
 

a.  Unit 
 
b.  Battalion or Squadron 
 
c.  Major subordinate command (MSC) 
 
d.  TAG approval authority (delegated to the G1/Deputy Chief of Staff, Personnel). 

 
3.  A discharge request for an approved conditional release will include the following documentation: 
 

a.  The approved and completed DD Form 368, Request for Conditional Release, signed by the 
Soldier, Recruiter, G1/Deputy Chief of Staff, Personnel, and Certifying Official. 

 
b.  The approved DA Form 4187, Personnel Action Request. 
 
c.   The DD Form 4, Enlistment/Reenlistment Document Armed Forces of the United States, 

signed by the Soldier, Service Representative, and Enlistment/Reenlistment Certification Officer. 
 

4.  Once the packet has been verified: 
 

a.  The MSC will create a new Administrative Record Corrections PAR and route through 
command channels to GA G-1 HSB Transitions. Use the following naming convention in the PAR 
description: “Phase II Conditional Release Discharge Request, MSC Name”. (See chapter 5 for 
process steps). 

  
b.  The battalion/squadron S1 will review the packet for accuracy, ensure the battalion/squadron 

commander approves/disapproves, date, and signs the DA Form 4187, and will forward to the MSC 
S1 through IPPS-A.  

 
c.  The MSC S1 will review the packet for accuracy, and will forward the complete packet to through 

IPPS-A. 
 
d.  HSB Transitions will review the packet. If correct, HSB Transitions will curtail the assignment and 

initiate the Permanent Assignment action, transferring the Soldier from the GAARNG to the new 
Component. The PAR will be returned to the MSC as approved with a copy of the transfer order 
Conditional Release extension will be returned to the MSC as approved via IPPA-A PAR request.   
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as the approver, and route it to G-1 for processing. This action can be completed by clicking on the 
pending icon on the opened PAR. 

 
k.  G-1 will download the packet to review for processing. Approved packets will be placed in 

service members IPERMS, and a copy of the approved packet will be returned as approved to the 
PAR requestor. G-1 will also complete the appropriate IPPS-A action request for the Soldier. 
Disapproved packets will be returned without action. 
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Appendix A 
 
References  
 
Section I 
Publications 
 
AR 601-210 
Regular Army and Reserve Components Enlistment Program dated 31 August 2016 
 
AR 140-10 
Assignments, Attachments, Details, and Transfers dated 25 April 2018 
 
AR 135-178 
Enlisted Administrative Separations dated 07 November 2017 
 
NGR 600-200 
Enlisted Personnel Management dated 31 July 2009 (ARNG-HRH PPOM #20-031, dated 9 September 
2020) 
 
NGR 600-100 
Commissioned Officers Federal Recognition and Related Personnel Actions dated 6 July 2020 
 
Section II 
Forms 
 
DA Form 4187 
Personnel Action 
 
DD Form 4 Series 
Enlistment/Reenlistment Document 
 
DD Form 368 
Request for Conditional Release 
 
DA Form 71 
Army Oath of Office 
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Appendix B 
 
Figure List  
 
Figure 2-1 
DA Form 4187 (Personnel Action Request – Example) 
 
Figure 2-2 
DD Form 368 (Request for Conditional Release – Example) 
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Figure 2-1.  DA Form 4187 (Personnel Action Request - Example)  
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Figure 2-1.  DA Form 4187 (Personnel Action Request - Example), cont.  
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Figure 2-2.  DD Form 368 (Request for Conditional Release - Example)  

The G1 will 
approve/disappro
ve request once 
it is received by 
HSB.  If 
approved, G1 will 
give an expiration 
date 
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Figure 2-2.  DD Form 368 (Approved Conditional Release for Discharge - Example) 

Once the 
Oath is 
signed, the 
DD368 must 
also be 
signed by 
Certifying 
Official prior 
to discharge 



GAARNG G-1 SOP, 15 October 2020 
 

 
 
 
 
 
 
 
 
 
 

Figure 2-2.  DD Form 368 back page (Approved Conditional Release for Discharge - Example) 
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Glossary 
 
 
Section I 
Abbreviations  
 
ARNG/ARNGUS 
Army National Guard / Army National Guard of the United States 
 
ETS 
Expiration term of service 
 
G1 
Deputy Chief of Staff, Personnel; the senior military personnel officer at division and above 
 
G-1 
The office and staff of the G1 
 
IET 
Initial entry training (BCT + AIT, OSUT, WOBC, or BOLC) 
 
MOS 
Military occupational specialty 
 
MSC 
Major subordinate command 
 
SIBx 
SIDPERS Express 
 
 
Section II 
Terms  
 
Enlistment 
Executed on DD Form 4, this is a voluntary contract for military service, establishing military status as an 
enlisted member of the Active Army, US Army Reserve, or Army National Guard.  The enlistment 
agreement is legally binding after the oath has been taken, notwithstanding the applicant’s failure to sign. 
 
Extension 
Executed on DA Form 4836, this represents additional time added to the service period agreed to on the 
original enlistment contract.  It must be executed prior to the end of the current enlistment contract. 
 
HR work center 
Typically the battalion/squadron S-1 shop, this is the primary location for accomplishing human resources 
activities, such as SIDPERS transactions and AMHRR management.  It is the lowest organizational level 
containing human resources specialist duty positions (outside of HR units such as HR companies). 
 
Immediate reenlistment 
Executed on DD Form 4, this represents a new enlistment contract.  It is executed on the day following 
the end of the previous enlistment contract, with no break in military service. 
 
IPPS-A 
IPPS-A is a Web-based HR system that provides integrated personnel and pay capabilities and a 
comprehensive HR record for all Soldiers in each Component. Once IPPS-A is fully deployed, the system 
will enable HR transactions to automatically trigger Soldier pay. In addition, Soldiers will have CAC 
access to their own personal information 24 hours a day via the IPPS-A Self-Service Web Portal 
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M-Day 
That unnamed date in the future upon which a traditional drilling Guardsman is called into active service 
under Presidential authority for a mobilization. 
 
Reenlistment 
Executed on DD Form 4, this represents a new enlistment contract.  It is executed after a break in service 
of at least one day following the end of the previous enlistment contract. 
 
Reentry eligibility codes  
Codes assigned to Soldiers who do not immediately reenlist or extend at the last duty station to which 
assigned.  The purpose of these codes is to inform any potential future military recruiter of the Soldier’s 
eligibility to reenter the Service. 
 
SIBx 
Web-based reporting tool that provides view-only SIDPERS data access through a user friendly graphical 
interface. Provides integrated, web-based software solutions and support services that enhance 
maintaining mobilization, safety, personnel and force authorization requirements.  Includes a packet 
processing system called SIBx Hub. 
 
Unit 
A company, troop, or battery 
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REQUEST FOR CONDITIONAL RELEASE
(Read Privacy Act Statement and Instructions on back before completing this form.)


SECTION I - REQUEST FOR RELEASE
1.  SERVICE MEMBER DATA


2.  RECRUITING OFFICE ADDRESS


a.  NAME (Last, First, Middle Initial) b.  PAY GRADE d.  SERVICE COMPONENTc.  SSN or EDIPI


3.  ACKNOWLEDGEMENT OF SERVICE MEMBER


a.  I request a conditional release to process for entrance into another component of the Military Service.  If I am a member of the National Guard or
Reserve, I understand that I must attend all scheduled training until such time as I am enlisted or appointed into another Service.  I also understand that
I am to keep my current commander informed of any change in my status.


b.  OFFICER MEMBER ONLY.  I hereby tender my resignation from the


d.  MEMBER SIGNATURE e.  DATE SIGNED


4.  RECRUITER REQUEST FOR CONDITIONAL RELEASE


a.  Request conditional release to enlist/appoint member into the


b.  NAME OF RECRUITER (Last, First, Middle Initial)


e.  TITLE


c.  SIGNATURE d.  DATE SIGNED


SECTION II - APPROVAL/DISAPPROVAL
5.  (X as applicable)


a.  APPROVED.  Individual is recommended and conditional release is granted.  The release is valid until .


6.  AUTHORIZING OFFICIAL
a.  NAME (Last, First, Middle Initial) b.  TITLE


e.  SIGNATURE f.  DATE SIGNED


7.  The member was administered the oath of enlistment or appointment into
     THIS FORM AND A COPY OF THE OATH MUST BE RETURNED TO THE ADDRESS IN ITEM 6.d. TO EFFECT THE MEMBER'S DISCHARGE
OR WITHDRAWAL OF FEDERAL RECOGNITION.
8.  CERTIFYING OFFICIAL
a.  NAME (Last, First, Middle Initial) b.  TITLE


f.  SIGNATURE g.  DATE SIGNED


c.  UNIT/COMMAND


SECTION III - NOTIFICATION OF ENLISTMENT/APPOINTMENT ACTION


DD FORM 368, AUG 2011   PREVIOUS EDITION IS OBSOLETE.


e.  CURRENT UNIT/
     COMMAND 


(current component); request that it be accepted
contingent upon actual appointment or enlistment in the (requesting component), and be effective the day preceding the
date of my acceptance of appointment or enlistment.


d.  TELEPHONE NUMBER 
     (Include area code)


.


b.  DISAPPROVED.  Release is not granted.  (Explain in "Remarks.")


d.   ADDRESSc.  TELEPHONE NUMBER
     (Include area code)


c.  ENLISTED MEMBER ONLY.  I understand I will be discharged from my current status effective the day preceding the date of my enlistment or
appointment.


(1) STREET (2) CITY (3) STATE (4) ZIP CODE


a.  STREET b.  CITY c.  STATE d.  ZIP CODE


(Service/Component).


(1) STREET (2) CITY (3) STATE (4) ZIP CODE


e.   ADDRESS
(1) STREET (2) CITY (3) STATE (4) ZIP CODE


f.   ADDRESS


  


Adobe Professional 8.0







SECTION IV - REMARKS


PRIVACY ACT STATEMENT


AUTHORITY:  10 U.S.C. Sections 261, 516, 651, 716, 3013, 5013, 8013, 12104, 12105, 12106, 12107, 12208, 12213, 12214, and 12645; 32 U.S.C.
Section 323; and DoD Instruction 1205.05, Transfer of Service Members Between Reserve and Regular Components of the Military Services.


PRINCIPAL PURPOSE(S):  To document coordination and concurrence of one Military Service for discharge and accession to another Military
Service.


ROUTINE USE(S):  None.


DISCLOSURE:  Voluntary; however, failure to furnish all requested information may result in delay or denial of release from current Military Service.


INSTRUCTIONS
GENERAL INSTRUCTIONS.


     When this form is not computer generated, use typewriter or dark ink for all entries.  Enter all dates in YYMMDD format.  Use full street address,
city, state and ZIP code for addresses.  Use last name, first name, and middle initial format.  Use short title Service/Component names:  USA,
ARNGUS, USAR, USN, USNR, USMC, USMCR, USAF, ANGUS, USAFR, USCG, USCGR.


SECTION I.  Completed by recruiter and applicant.


Item 1.  Enter applicant's name, pay grade, Social Security Number or Electronic Data Interchange Personal Identifier, current Service/Component,
and current unit/command address.


Item 2.  Enter recruiter's office address, if applicable.


Item 3.  For item 3.b., complete the name of the gaining and losing components.  Member signs and dates appropriate blocks.


Item 4.  Recruiter, if applicable, completes 4.a. through 4.e. and sends this document to the adddress in Item 1.e.


SECTION II.  Completed by applicant's unit commander or designated representative within 30 days of receipt.


Item 5.  If block 5.a. is marked, enter the ending date of this conditional release.  If block 5.b. is marked, indicate in Section IV, "Remarks," the reason
for disapproval and return to the originator not later than the expiration date in Item 5.a.


Item 6.  Enter name, title, signature and date for authorizing official.  Indicate in Items 6.c. and d. the address and telephone number for returning
completed Section III.  Send completed Section II to the address in Item 2.
   
SECTION III.  Completed by enlisting/appointing official within 10 days of enlistment or appointment.


Item 7.  Indicate service to which applicant was enlisted/appointed. 


Item 8.  Completed by individual certifying enlistment/appointment action.  Certifying official ensures a copy of the completed DD Form 368 and a
copy of the oath are mailed to the address in Item 6.d.


SECTION IV - REMARKS.


     Use as necessary.  Reference each item on the form to which the remark pertains.  (For example: "Item 5.b. Disapproved for the following reason:
.......")


DD FORM 368 (BACK), AUG 2011


    





		mbr_name: Jones, Jamie L.

		mbr_grade: E5

		mbr_ssn: 123456789

		svc_comp: ARNG

		curr_unit: 1177th  Trans CO.

		mbr_street: 205 Youngs Mill Road

		mbr_city: LaGrange

		mbr_state: GA

		mbr_zip: 30240

		rec_street: 123 Sign Me Up

		rec_city: LaGrange

		rec_state: GA

		rec_zip: 30240

		res_from: 

		enl_in: 

		mbr_date: 

		cond_in: Regular Army

		rec_name: Johnson, Dwayne R.

		rec_date: 

		rec_title: Senior RA Recruiter

		xappr: Yes

		app_date: 20181231

		auth_name: Baker, Jason S.

		auth_title: COL, G1, Deputy Chief of Staff, Personnel

		auth_phone: (678) 569-5232

		auth_street: 1000 Halsey Avenue, Bldg 447

		auth_city: Marietta 

		auth_state: GA

		auth_zip: 30060

		auth_date: 

		appt_into: 

		cert_name: 

		cert_title: 

		cert_unit: 

		cert_phone: 

		cert_street: 

		cert_city: 

		cert_state: 

		cert_zip: 

		cert_date: 

		remarks: Extension requests will require a new DD Form 368, which must be routed through the Soldier's unit and brigade/MSC to G-1 HR Services Branch.  Recruiter/Soldier will not contact the G1 directly.

		Reset: 





